Signingand Uploadinca Contract

1. Open a browser and type imww.boston.gov/procurement

(It is best to use Hnternet Explorer as your browser for this particular process if pogsible

2. hyOS @e2dz 3Si4 G2 GKS [/ AG@ 27T GoSuppkeyPortafidk OdzZNB Y Sy

locatedat the lower right of the screen

E CITY of BOSTON Mayer Martin J. Walsh PAY AND APPLY ~ PUBLIC NOTICES FEEDBACK TRANSLATE ,O
HOME DEPARTMENTS + PROCUREMENT
We buy the highest quality products for the City at the CONTACT
lowest possible price. Our department selects vendors e

through public bidding and processes purchase orders
and contracts PURCHASING@BOSTON.COV

1CITY HALL SQUARE
ROOM 808
BOSTON, MA 02201-2034

UNITED STATES
LEARN ABOUTBIDDING ~ MORE RESOURCES ~ MEET THE PURCHASING AGENT

@ Monday through Friday, 9 a.m. - 5
CITY OF BOSTON BIDS AND RFPS

You can find a list of current bids and RFPs through the

pm.



http://www.boston.gov/procurement

Enter your User |d and Password. Remember that thes€aiesensitived 2 € 2 dzQf f
to enter themcorrectly,/ f X@QQ@AyWY Ly Q

of ' Supplier Portal

Boston

Favorites . Main Menu

[Login My Sell Events ==
Login as an Existing User
Event Hame Event Type Start Date Time End Date/Tim. Bid Status
vserms| S
et e 07i28/2013 5.01AM EDT 0871412013 12,00 PM EOT
password:| | 4 12 Pasaenuer
. Tianspodvane R 07i28/2013 9.01AM EDT 01412013 12,00 PM EOT Acepted
Sign In BCYT
Fire Fighling Hose ey 071202013 12:00°M EDT 08/13/2013 1200 PM EDT Acce
pted
@ Forgot User |d forihe BFD
Click here to emil your User d Dume Truck- & RFx 07/26/2013 801 AM EDT 0811412013 12:00 PM EDT
() Uorsiot my password fiueMounted Aerial gy 07/28/2013 &.01AM EDT 08/1412013 1200 PM EDT Accepted
Click here to reset your password —_—
. . . See all of my events
Supplier Portal Registration

ﬁ Reqister a5 a Sourcing Bidder

City 0 Boston's Bidders are suppliers which have access taview the
City's Invitations for Bid, Requests for Praposal, and other procurement
events, You must be registered in orderto place a bid. In addition,
registered suppliers can select categories of procurement which they want
to be notified of. When a bid eventis posted to the City of Boston Supplier
Portal, Bidders who have selected that potential contract's relevant
category of business may be notified ofthe eventvia email. Please use
this registration process fyou are looking to become a City of Boston
supplier and need access to bidding functionality.

& vendar Reaistration Farm

City of Boston's Vendors have an existing agreerment (contract, awarded
bid, etc) hetwaan their company and the City. Vendors have all afthe
same access to place hid offers on future on future events that Bidders
do. They also are able to maintain company infarmation on theiryendar
profile and see details of their contractual agreements with City of Boston.
Please use thiz registration process ifyou are already an active City of
Boston vendor [0oking to register as a supplier portal user,
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Main Menu>Manage Contracts Maintain Contract Documents
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Supplier Support

| 2 YSClichoAa S
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Add to Favorites. Sign out

= 4G |My Sell Events
(3 Manage Events and Place Rirds

[ Manage Contracts

. Event Type
The menu [ view & Conditions =] Maintain Contract Dn_cumem ncclor]
Main Mer | oo Password [ Unpdate Co Deliverables *
| & venodilrorm Homepag =) Review Contiilg Delverables sl ey
Highlight: “

12 Passenger RFx

Transport WVans (HCYF

16,500 GWY Dump
Tnick RFx

Recently Used page v
appear under the Favorites
menu, located at the top left

Fire Fighting Hose for
the BED R

See all of my events

Breadcrumbs visually display

Start Date Time
07/29/2013 9:01AM EDT

eTime:

07/29/2013 9:01AM EDT
O7/29/2013 9:01AM EDT
O7/29/2013 9:01AM EDT

07/29/2013 12:00PM ECT

0814/201312:00 PM EDT
0814/201312:00 PM EDT
08M14/201312:00 PM EDT
08M14/201312:00 PM EDT

08M13/201312:00 PM EDT

irst K 1.5 075 O Lot

your navigation path and give
you access to the contents of
subfolders

Menu Search, located under
the Main Menu, now supports
type ahead which makes finding
pages much faster

5. When you get to thdocument Searclpagel f f
Sighature$2
Bearclf2

City of
Boston

z A

ez2dz KIgs

i 2Peritling AppiovaYt | | S
02 E A(&shddld 8réedySR checked off by defaalt)d simply click on the
0 dzliehve giseardhfields above empty)

. Main Menu > Manage Contracts » Maintain Contract Documents

Maintain Contract Documents

| Report & Problem

@ Mew Window @ Help

Document Search

Document Administrator: " Q,
From Begin Date: ] To Begin Date:
From End Date: il To End Date:

[C] an Documents — Pending Approval/Signatures

¥ Advanced Search Criteria

st of Documents

Customize | Find | *

st Kl qorq I Last

Contract Document Description Document Status

Status Date/Time

| addtoFavorites |

E{'Custumim Page E hitp

221

a dz



6. After clicking theP { S I bhitIoriktife system will take 230 seconds to display the contract ID
number in the Contract Document box. Please be patient

City of

Boston

Home | Report A Problem | Add to Favorites | Sign out
Fa\rc;rites MainvMenu » Manage Contracts » Maintain Contract Documents
: -

l_ElNewWinduw @ Help ILJ Customize Page E hitp
Maintain Contract Documents

Document Search

Document Administrator: | @

From Begin Date: El To Begin Date: Bl
From End Date: E To End Date: E

All Documents

Pending Approval/Signatures
¥ Advanced Search Criteria

Search
List of Documents Customize | Find | view 21| B | 8 First B g op4 I Last
Contract Document Description

Document Status  Status Date/Time
0000000000000000000036523 Fuel-Harbor Response Vessels

1

7. Click on theContract Document IDo open the Document Managemenpage.Then tick on the
PpenMain Document for SigningdhtLJS y | Y Sy Rilf $w¥idicasehuttod.Q

Pending Signature 11/08/2012 9:44AM

Note:If your computer has a peyp blocker enabled it may block the download of the
document. When this happens you will need to click on theupdgocker message at the
topofyoNJ E ONBESY | yR OK 2 yoaniybwbrédughback B theegréh2 I R Q
screen in step #3f so,you will need to repeat steps 5 & 6



City of

Boston Homs | ReportAProblem | AddtoFavortes |  Sign out
M:m_Menu »  Manage gon!nc(s Mantain Contract Documents

Fawo'mes
& New Window (2 Help 3_' Customize Page = ntp
Maintain Contract Documents
Document Management Return to Document Sea
This document is currently pending your signature/approval.  As the primary cwner you are respansible for routing the document offine to

get the necessary signatures and then uploading the final signed version using the Upload & Return Signed Document button below
(Please note that this willl return the document back to the contract administrator as part of the upload)

Contract ID: 0000000000000000000036523 Reference: Event # 24
Description: Fuel-Harbor Response Vessels
Document Administrator: Coyne Kevin
Created On: 1072372012 10:26AM
Begin Date: 110172012 Expire Date: 1003172013
Document Stalus Pending Signature Owner: John Smith
< Open Main Document for Signing Yiew Attachments/Related D
Uploa ocument
Returmn without Signing Document Send E-Mail

Do you want to open or save SHARE | 1_0.pdf from baisfn.cityhall.boston.cob? ‘ Open ’Sa\re - Cancel x

2dz 6AfE y26 068 LINBYLISR 06262y @EVEROTRSy o (2

5

contract document will open on your screen. You will need to have Adobe Reader installed on your
machineto electronically sigthe contract a 2 4G t / Q&4 K| @Soade& A & LINE INIJ Y LI

a. If your PC does not have Adobe reader software, a FREE versiendmwnioaded from
http://get.adobe.com/reader/
dickinsidethe middle signature boXVendor/Contractor}o apply youreSignature

Coniraci Signatures

AUDITIMNG WVEMDOF/CONTRACTOR AWARDING AUTHORITY "OFFICIAL
APPEOVED AS TO THE AVAILABILITY OF | AGREES TO PROVIDE THE GOODS O IT IS MY BELIEF THAT THERE IS LITTLE OF.
AN APPROPRIATION OF. PURSUANT TO SEBRVICES AS INDICATED IN N0 BISK OF DEFAULT OF.

AERTICLE 12 OF THE GENEF AL ACCOEDANCE WITH THE ASSOCIATED UNSATISFACTOEY PERFOEMANCE BEY THE
CONDITIONS CONTRACT DOCUMENTS VENDOE/CONTEACTOR
SIGMNATUERE | SIGMATURE SIGHATURE

C T ~

ADDDMITET ADDRODETA TTORT TR

a. If thisis your first time using Adobe Reader you will need to setup ydtal IPigital
Signature This is a ontime setupand will not need to be performed on subsequent
documents requiring your electronic signatui@etailed steps and screenshots included


http://get.adobe.com/reader/

below). If you already have your Digital ID setpfease skip to step5. Also, if the screen
shots below do not exactly match what you are seeing you may have an older version of
Adobe. CaNendorSupport if you need guidance 66354564

b. You may get drusted Certificates Updatbox after clickingn the signature box. If so,
simply click?/ | yo@i6 f Q

¢ Trusted Certificates, which improve your experience
with signed documents, are available for download

e

Would you like to install them?

[¥] In the future install automatically

10. Youwill now see theDigital ID Configuration RequiredJ2 LJ dzLJ 0 2/EXby ¥ X Rd2NB 25/A I G |

Digital ID Configuration Required '”””'“L&J”

This signature field requires a digital signature identity.

Would you like to configure one now?

CI Configure Digitallm Cancel
oA $on Fari ot U i

11. Begin configuration of your new digital IBelectf NS S |y &dclick®R/IAVd X y dzS D



Configure a Digital ID for signing x

Select the e of Digital ID:
A Digital ID is required to e g

create a digital

signature.The most secure . H -

Digital ID are issued by @ Use a Signature Creation Device

trusted Certificate By Configure a smart card or token connected to your
guthorities and are based computer

on secure devices like smart

card or toker. Some are

based on files.
e Use a Digital ID from a file

You can also create a new L) E% Import an existing Digital ID that you have
Digital ID, but they provide obtained as a file

a low level of identity

assurance.

‘ & @ Create a new Digital ID
©  Create your self-signed Digital ID

® o Gy

12.{ St §106 S VWiiThe dick\ EdBtdued d

Select the destination of the new Digital ID X

Digital IDs are typically

@ Save to File
issued by trusted providers ‘ A R
that assure the validity of {E] Save the Digital ID to a file in your computer

the identity.

Self-signed Digital ID may

not provide the same lavel Save to Windows Certificate Store

of Ashimnce ,and sy ne ) | @ﬁ Save the Digital ID to Windows Certificate Store to
be accepted in some use :

cases. be shared with other applications

Conslilt with your recipients

if this is an acceptable form
of authentication.

0 G G | —




13. Enter thesignersName, OrganizationName and signer&mail Address You can leave the
WhNBI yAT I ( Abkagkand ledve/thelpter fleltisSas tRey a@lick€ontinueQ

Create a self-signed Digital ID X

Enter the identity Name Enter Name... ‘_

information to be used for

creating the self-signed Organizational Unit Enter Organizational Unit...
Digital ID.
Digital IDs that are seli- Organization Name | Enter Organization Name..,

signed by individuals do not P PSP e T PO FEFF VX TP DD RO F P CEEPTRE LI
provide the assurance that Email Address Enter Email..

the identity information is SR

wvalid. For this reason they

i = v
may not be accepted in Country/Region US - UNITED STATES
sOMme Lse cases. .
Key Algorithm 2048-bit RSA ~
Use Digital ID for Digital Signatures ~

@ { Back )

14. Create a password for yodigital ID.Enter your desired password in batie Apply box and the
Confirm boXieldsand clickBave(Leave the top box as is)

Save the self-signed Digital ID to a file X

Your Digital ID will be saved at the following location :
Add a password to protect

the private key of the

Digital ID. You will need this C:\Users\119541\AppData\Roaming\Adobe\Acrobat\D
password again to use the

Digital ID for signing.

Save the Digital ID file in a Apply a password to protect the Digital ID:
known location so that you

can copy or backup it ‘ ‘ _

Confirm the password:

| L s

° GO




15. TheSignwith a Digital IDbox will appear andhe digital ID you just created will appeagre and be

LINB &St SO SRComtiadd® 2 dzd / £ A 0] W

Sign with a Digital ID b

Chowose the Digital ID that you want to use for signing:

< ® @ Paul McCormack (Digital ID file) View Details
\“l'( Issued by: Paul McCormack, Expires: 2022.08.16

\

@ (: Configure New Digital ID ) ( Cancel ) _

16. Your electronic signature will now display @preview of what it will look liken the documentYou
will now enter the password you created in step4#ah the bottom left of the screenClick%{ A 3y Q

Sign as "Paul McCormack™ x

Appearance  Standard Text v

Digitally signed by
PaUI Paul McCormack

Date: 2017.08.16
McCormack 14:44:48 -04'00'

View Certificate Details

Review document content that may affect signing

IE.':fer the Digital 1D PIN or Password. .. j _




17. After clickingBigrfAdobe will automaticallprompt you tosave the signed version of your
documentsomewhere on your computePlease make note ofhereyou save the document
(folder name or desktop etc.asyou will need tdocate it toupload it to the Supplier Portal in the
next step.Select the file locatioffolder on the left(i.e. Desktopandthen O f Sav@& W

>

18. Thesignedcontract documennow appears otyour screenThe signed copy is already saved on
your computer in the loation you selected in the previous stéfou can now close(X) this
document and go back to the supplier portal to complete the upload whichsshedsigned
document back to the City of Boston.

O



